Entering Orders of Protection in FCE

1) To begin the case entry process, navigate to Cases - Civil Filing.
SEARCHES ~ CASES ACCOUNTING ~ SCHED
Batch Processes
Charge Entry
Citation Entry

TRAINERS :

Civil Cases Without Litigants
Civil Filing
Couriroom Processing

Criminal Case

2) From the Civil Filing page —
a. Select Filing Type of New Case.
b. In the Action Search field, enter key words to retrieve, “Petition for Temporary Order of Protection.” Click on the entry

once it appears.
CIVIL FILING

a.
FILING TYPE » | New Case ~
FILINGS
ACTION SEARCH » [Petition for Ten [
|F'etiﬁ{;|n Tor Temparary Order of Protection noo |
DEL ACTION

3) Scroll down and click the Add Litigant button.
LITIGANT QUEUE

4

ADD LITIGANT

4) From the Litigant Search pop-up window —
a. Enter the Last Name and First Name of the Petitioner.
b. Click Retrieve to search for matching parties.

Litigant Search

LAST +||Doe | SSN b | i SOUNDEX b.
FIRST + | [sane | DOE » [00/00/0000 [T RETRIEVE A"
MIDDLE » | DRIVER LICENSE » | |
STREET » |

No Results Found

ADD LITIGANT CANCEL




5) Select a matching party or add a new party.
a. If a party is returned and it is certain that it is the same individual as the Petitioner, check the Sel checkbox of the known
matching party.
b. Click Add Litigant.
Important: If it is not certain that any of the returned parties are the Petitioner, leave the Sel checkboxes unchecked
and click the Add Litigant button. If no matching parties are returned, simply click the Add Litigant button.

-i_iﬁg'anl Search

LAST » |doe | SSN + | [l sounDeEx
FIRST ¢ ljane | DOEB » [00/00/0000 |75 TRETRIEVE
MIDDLE » | | DRIVER LICENSE » | |
STREET » | |
1-20i2
SEL NAME D08 SSN DRIVER LICENSE ADDRESS
[ |Doe. Jane 10/12/1980
Doe. Jane 01/01/2000
d.
b-—p

6) From the Litigant Add/Edit page —
a. Select Litigant Type of Petitioner.
b. In the Party Information panel, add the DOB and Sex of the Petitioner. If additional information is available for the
Petitioner, add it to the Party Information as well.

Litigant Add/Edit

LITIGANT INFORMATION .
e T i et et —_:#—a'

*LITIGANT TYPE » [Petitioner & v AMOUNT CLAIMED » [ .00
ATTORNEY » | | EXEMPT » [
BANKRUPTCY | —
sTAY

PARTY INFORMATION

“LASTICOMPANY NAME » [Doe COMPANY » []
FIRST NAME » |Jane COMPANY REP » | |
MIDDLE NAME » | SSN » | |

SUFFIX » |

MAILING ADDRESS 1 ¢ |
MAILING ADDRESS 2 » |
CITY s |

JUVENILE » [
SEX » |Female
EYES » | |

o
(]
m
H
=
-
i
o
{ = ]
\ﬁ
o
-
4

7) Click Save at the bottom of the page after all available Petitioner information has been entered. This will add the Petitioner
to the case, and you will be returned to the Litigant Search pop-up window.

CLERK COMMENT » ‘

ALIASES CANCEL o




8) From the Litigant Search pop-up window —
a. Enter the Last Name and First Name of the Respondent.
b. Click Retrieve to search for matching parties.
Litiganl Search

LAST » |IDoe | SSM » | SOUNDEX

FIRST » | [fohn ] DOB s (00/00/0000 |75 RETRIEVE
MIDDLE » | | DRIVER LICENSE » | | v\
STREET ) | | b.

ADD LITIGANT CANCEL

9) Select a matching party or add a new party.
a. If a party is returned and it is certain that it is the same individual as the Respondent, check the Sel checkbox of the
known matching party.
b. Click Add Litigant.
Important: If it is not certain that any of the returned parties are the Respondent, leave the Sel checkboxes
unchecked and click the Add Litigant button. If no matching parties are returned, simply click the Add Litigant button.

Litigant Search

LAST » |doe | SSN » | SOUNDEX
FIRST » [iohn | DOB» [00/00/0000 [ RETRIEVE
MIDDLE » | | DRIVER LICENSE » | |
STREET & | |
1-10r1
d.
SEL K NAME DOB SSN DRIVER LICENSE ADDRESS
| B2 |Doe. Jonn 1213172020 | |
b. —> TS




10) From the Litigant Add/Edit page —
a. Select Litigant Type of Respondent.
b. In the Party Information panel, enter all information available for the Respondent.
Litigant Add/Edit

LITIGANT INFORMATION _d.

*LITIGANT TYPE » |Respondent v | AMOUNTCLAMED » [ |
ATTORNEY » |

b. Enter all information available.

;PARTY INFORHATTDN++* N D***

*LAST/ICOMPANY NAME » LDE COMPANY »

|
FIRST NAME » |John | COMPANY REP » | |
MIDDLE NAME » | | 8SN » | i
SUFFIX » | | DOB » [12/31/2020 5]
MAILING ADDRESS 1 » | | JUVENILE » [
MAILING ADDRESS 2 » | | SEX » |Male v |
CITY » | | EYES » |Green |
STATE |~ zey [ ] HAIR » |Bald v
STREETADDRESS 1 » [123 Elm Strest | WEIGHT » | 168]
STREETADDRESS 2 » | | HEIGHT » | 511]
CITY » |Big Sky | LANGUAGE » | |
STATE » |MT v | 2IP » [65555 ] RACE » | v |
| I

L]
RESINENCE ARDRESS 1 o | CUSTODY STATUS »

11) Click Save at the bottom of the page after all available Respondent information has been entered. This will add the
Respondent to the case, and you will be returned to the Litigant Search pop-up window.

CLERK COMMENT » ‘

Notes:
e If the Petitioner and Respondent are the only litigants named on the Petition, skip to Step 17.
e  Family members should be added with the Litigant Type of Subject.
e Parties who are threatened but are not family members (e.g., neighbors or childcare providers), should be
added with the Litigant Type of Other Party.
e If the party is a minor, only enter the initials in the Last and First name fields.
e In the example below, a family member who is also a minor will be added.



12) From the Litigant Search pop-up window —
a. Enter the Last Name and First Name, or initials of the Litigant.

b. Click Retrieve to search for matching parties.
Litigant Search

LAST »| D | SSN » i SOUNDEX

FIRST »| v | DOE » [00/00/0000 ) RETRIEVE
MIDDLE » | DRIVER LICENSE » | K
STREET » | b

ADD LITIGANT CANCEL

13) Select a matching party or add a new party.
a. If a party is returned and it is certain that it is the same individual as the Litigant, check the Sel checkbox of the known
matching party.
b. Click Add Litigant.
Important: If it is not certain that any of the returned parties are the Litigant, leave the Sel checkboxes unchecked
and click the Add Litigant button. If no matching parties are returned, simply click the Add Litigant button.

Note: If only initials are entered, the matching party will appear at or near the top of the search results.

Litigant Search =

LAST » D | SSN » | [l sounoex
FIRST » [M DOB » [00/00/0000 | T RETRIEVE
MIDDLE » | DRIVER LICENSE » | |
STREET » |

B@ 0O 0

_a.

SEL ’ NAME DOB SSN DRIVER LICEN SE ADDRESS
-l Dagnillo, Michael Louis Aurora, CO

[} |DAgnone, Mario A Lethbridge. AB

[] | Dahigren, McKensey L MT

[ |Dalimata, Monica T

b— e

14) From the Litigant Add/Edit page —
a. Select the appropriate Litigant Type.
b. In the Party Information panel, add the DOB and Sex of the Litigant. If additional information is available for this Litigant,
add it to the Party Information as well.

Litigant Add/Edit

LITIGANT INFORMATION _@.

*LITIGANT TYPE » | Subject v AMOUNT CLAIMED » |
ATTORNEY » | | EXEMPT » [
BANKRUPTCY |
sTAY '

PARTY INFORMATION
*LAST/COMPANY NAME » [D
FIRST NAME » M
MIDDLE NAME » |
SUFFIX » |
MAILING ADDRESS 1 + |
MAILING ADDRESS 2 » |
cITyY + |

COMPANY » [
COMPANY REP » |
SSN » |

JUVENILE » [ b.
SEX » |Male

EYES ) v

»




15) Click Save at the bottom of the page after all available Litigant information has been entered. This will add the Litigant to
the case, and you will be returned to the Litigant Search pop-up window.

CLERK COMMENT » ‘

16) Add additional Litigants as necessary. Once all Litigants have been entered, click the Cancel button in the Litigant Search
pop-up window. You will be returned to the Civil Filing page.
'Liﬁnanl Search

LAST » | ] SSN » | [ sounDEX
FIRST » | | DOBy [ RETRIEVE
MIDDLE » | | DRIVER LICENSE » | |
STREET » | |

17) Scroll down and click the Click to add Filers link.
FILER INFORMATION

ACTION FILERS {

Petition for Temporary Order of Protection Click to add Filers

18) From the Filers pop-up window —
a. Check the FILER checkbox for the Petitioner.
b. Check RESP checkbox for the Respondent.
c. Click OK.

FILER RESP LITIGANT CASE ROLE ATTORNEY ASSESS
[] Dee Jane Petitioner
ﬂ] Doe. John Respondent
da.[] ’El D, M Subject

Select Aﬁl Mone C. 4
[Tok




19) From the bottom of the Civil Filing page —
a. Select the Petitioner from the RECEIVED OF Selection List.
b. Click Save.
FILER INFORMATION

ACTION FILERS
Pefifion for Temporary Order of Protection Doe. Jane (Petitioner)

a.,
RECEIVED OF » [Doe, Jane (Petitionen) )
b *LAST NAME » [Doe | FIRST NAME » [Jane

20) An ROA will appear with the new case number. Note the case number and click Save to save the ROA to the case.
AUTOMATIC CASE ENTRY

5 ROAS
€V-395.2021-0000005-0P CASESTATUS  Pending
CREATE ROA » POST ORDER »
*ROADATE » [10/1412021 03:10PM_|[9) ROA CODE » [FETITION |

*JUDGE » | Hileman, William Jr ~ |

s Petiticn for Temporary Order of Protection filed by Doe, Jane

ACTION TYPE » | Petition for Temporary Orderc v |

- EZB

21) From the Main Case page, open the Judgment/Orders page from the Left-Hand Navigation panel.

cv 2021 0000005 RETRIEVE
CIVIL CASE » CV-395-2021-0000005-OP Jane Doe vs. John Doe CASE STATUS  Pending-Oct 14, 2021

JUDGE » Hileman, William Jr APPELLATE CASE NO. »
PROSECUTOR » LOCATION »
CASE SUBTYPE » | Order of Protection v FILING DATE » (101472021 [
FILE LOCATION » APPEAL DATE » [00/00/0000 |75
REMAND DATE » [00/00/0000 [ APPEAL ACCEPTED DATE + (00/00/0000 ||
DOM. VIOLENGE » [ APPEAL UPHELD DATE » [00/00/0000 [
Civil Case JURISDICTION » | Municipal ~ UNDER ADVISEMENT DATE » [00/00/0000 |5
PHYSICAL FILE » [] PREVIOUS CASE NO. »
SEALED » [ OTHER AGENCY CASE NO. »
NEXT HEARING » JURY REQUESTED » [J
BATCH LABEL » [ WJURY VERDICT » [

comexcrs! chsshenn. [
il

= ROAS » View ROAs
L — ensres e oot T

COMMENT »
LITIGANTS 1-30f3
SEL LITIGANT STATUS ROLE=~ ATTORNEY CASE RELATIONSHIP
[ Doe, Jane Petitioner N




22) From the Civil Judgment/Order Summary page, click Add.

-_CIVIL JUDGMENT/ORDER SUMMARY » CV-395-2021-0000005-OP  Jane Doe vs. John Doe

SEL I JUDGMENT/ORDER TYPE

m REFRESH CANCEL

23) From the Add Judgment/Order pop-up window, select Temporary Order of Protection and click Add.
Adlf JudgmentiOrder

JUDGMENT/ORDER TYPE » [Temporaw Order of Protection LY v]

24) From the Civil Judgment/Order Detail page —
a. Enter the Filing, Judgment Signed, and Status Dates.
b. Enter a Status of Granted.
c. Click the Select Litigants button.

CIVIL JUDGMENT/ORDER DETAIL

a.
~
TYPE » Temporary Order of Pmtection/ \
- e ————— *JUDGMENT SIGNED  [orooon |
FILING DATE » ||10r15r2021 12:00 AM ||T|| et [10152021 |

*STATUS » STATUS DATE » [1015/2021 [
b. NAME LITIGANT TYPE c-\
LITIGANTS » No selected litigants A

SELECT LITIGANTS

5 JUDGMENT/ORDER DETAIL

EXPRDAYS » | 0l EXPRDATE » [10/142021 [

COMMENT »

25) From the Select Litigants pop-up —
a. Click the All link to select all Litigants.

b. Click OK. You will be returned to the Civil Judgment/Order Detail page.
Select Litigants

LITIGANTS
LITIGANT ACTION TYPE FILING DATE FILING ROLE

D, M - Subject

Doe, Jane - Petitioner Petition for Temporary Order of Protection T0H1442021 Filer

Doe, John - Respondent Pefition for Temporary Onder of Protection 1041472021 Respendant
Select mlw b

a. 4
=




26) After being returned to the Civil Judgment/Order Detail page —
a. Enter the Order of Protection hearing date in the EXPR Date field.
b. Click Save.

Note: If the Temporary Order of Protection has been denied or dismissed, enter the same Judgment/Order
information except select a Status of Denied or Dismissed, generate a TOP Order Dismissing document, and set the
Case Status to Closed. No more steps in this guide will be required. If the Temporary Order of Protection has been
Granted, proceed to Step 27.

B JUDGMENT/ORDER DETAIL

I'd

EXPRDAYS» [ 0 EXPR DATE » (1722021 )=

COMMENT »

Actions || Tracking of Service |[ Civil Costs

SEL CONDITION

b, =

27) An ROA will appear indicating that the TOP has been granted. Click Save to save the ROA to the case.
AUTOMATIC CASE ENTRY

= ROAS
CV-395-2021-0000005-0P CASE STATUS  Pending
CREATE ROA 4 POST ORDER + [1
*ROADATE » [10715/2021 10:52 AW ROACODE » [CVTPORFIL |
*JUDGE » [ Hileman, William Jr v
“ROATEXT » Temparary Order of Protection - Granted
ACTION TYPE » | v|

¥

SAVE CANCEL



28) From the Left-Hand Navigation panel, click the Civil Hearings button.

CIVIL JUDGMENT/ORDER DETAIL

TYPE » Tempaorary Order of Protection
: *JUDGMENT SIGNED
*FILING DATE » [10/15/2021 12:00 AM '_‘" DATE » [10M1572021 E|
"STATUS ) “STATUS DATE » [10/152021 |7
NAME LITIGANT TYPE
LITIGANTS » Doe, Jane Petitioner
Civil Hearings
. 2JUDGMENT/ORDER DETAIL
Document Mgmt
Dorymen i
29) From the Civil Hearing Summary page, click Add Hearing.
CIVIL HEARING SUMMARY » CV-395-2021-0000005-OP  Jane Doe vs. John Doe
CONTINUANCE ONLY »
\ HEARING TYPE JUDGE COURT ROOM

30) From the Calendar Civil Hearing page —
a. Move the required hearing participants to the Selected field.
b. Enter the appropriate Docket Type and a Hearing Type of Order of Protection.
c. Enter the Start Date and Start Time.
d. Click Save.

CALENDAR CIVIL HEARING » CV-395-2021-0000005-OP  Jane Doe vs. John Doe

a.
Available: Selected: r
D, M - Subject n Doe, Jane - Peitioner .
PARTICIPANTS » ‘Doa, John - Respondent
FILTERBY » HEARING TYPE( ) DOCKET TYPE(®) ‘
*HEARING TYPE »

JUDGE »
COURT ROGM »

Order of Protection | *DOCKET TYPE » | Civil ~l
TEmmar, Vkam Jr ~ C

*START DATE |

-] x
122021 E| *START TIME » |09'.00AM ||

DURATION »

END DATE »
RESULT »
GONTINUANGE REASON »

CONTINUED BY »

COMMENT »

07
Minutes v |
00/00/0000 |7 END TIME » [00:00 AM

| v]

Available:

D, M - Subject a
Dioe, Jane - Pefitioner

Doe, John - Respondent

Hilerman, William Jr - Judge

Selected:

RETRIEVE

BATCH PRINT » [

DAYS OUT TO SEARCH »
CONFLICT CHECK ATTORNEY » [

petere | meFresH 7 CANCEL

CONFLICT CHECKALL » [

SAVE |

NEXT AVAILABLE

10



31) An ROA will appear indicating that the hearing has been scheduled. Click Save to save the ROA to the case.
AUTOMATIC CASE ENTRY

=2 ROAS

CV-395-2022-0000004-0P CASE STATUS Pending

CREATE ROA » POST ORDER »
*ROADATE » [10/15/2021 1055 AM | ROA CODE » [HEARSET ]

*JUDGE » [ Hileman, William Jr v

Hearing/Trial Scheduled (Order of Protection 11/12/20219:00 AM William Hileman Jr )

*ROATEXT »

ACTION TYPE » | v]

"4

32) To generate the TOP document, navigate to Cases - Documents ->Document Processing.

() FULLCOURT
ENTERPRISE®
SEARCHES ~ 'CASES ACCOUNTING ~ SEHEQULIN'G - SUPERVISION DOC

Batch Processes >
C hargp Entry

TRAINERG : éntmrder Summary- Judgment/Or
Civil Case -395-2021-0000005-0OP Jane Doe vs.
Civil Cases Without Litipants Salactad!

Civil Filing A ﬂl Doe, Jane -
Courtroom Processing

Criminal Case

Documents Batch Print

Expunge Document Processing
FulliCase Ermor Messages Mergecode Lookup
Import Export UFDATE JUDGE

33) Select TOP Temporary Order of Protection and click Process.
FDOCUMENTS

CASE NUMBER » CV-3895-2021-0000005-0P

PARTY » Jane Doe

DOCUMENT CATEGORY ¢+ [Cvl  ~]

*DOCUMENTS * |TC}P Temporary Crder of Protection -

PROCESS

CANCEL ’

11



34) From the Enter Additional Information panel —
a. Enter appropriate Need Prompt information.
b. Click OK.

T

DOCUMENTS

CASE NUMBER » CV-395-2021-0000005-0OF

PARTY » Jane Doe

DOCUMENT CATEGORY * | Givil v
*DOCUMENTS * | TOP Temporary Order of Protection_ |

ENTER ADDITIONAL INFORMATION
RESPOMDENT BODY MARKS » ;'érj'i&é'fié’f{[’ié'&ﬁ”ﬁé’é’;{i>
3 55 a.

ENTER LAW ENFORCEMENT AGENCIES » [Big Sky Sheriff Dept

&8 «—b.

35) Once the page refreshes to the view shown below, click the EDIT link.
F,'.-ﬁ-\-'h T T

DOCUMENT

CASE NUMBER » CV-395-2021-0000005-OFP

PARTY + Jane Doe

DOCUMENT CATEGORY »  [Cwil <)
*‘DOCUMENTS » |TOP Temporary Order of Protection |

PROCESS

DOWNLOAD DOCUMENT » VIEW/EDIT
ROA » | k v
INDEX TO CASE

36) Scroll down the entire document, checking boxes and completing/editing text fields as needed. Once data entry has
been completed, print the document for Judge’s Signature.

Temporary Order of Protection Case: No.CV-395-2021-0000005-OP
[[] Temporary Ex Parte Order and . i s
Notice of Hearing Court: Whitefish Municipal Court
[J Amended Temporary Order County: Flathead, State of Montana
and Notice of Hearing
Before: Honorable William Hileman Jr
Petitioner /Protected Person Petitioner/Protected Person ldentifiers
Jane Doe 2000
First Middle Last Year of Birth of Petitioner

Xl And/Or on behalf of family members (Protected Person/s) [C] Other Protected Person/s:
(List name / year of birth / sex) (List name / year of birth / sex)

MD 2018 Male

Respondent
John Doe SEX | RACE YEAR OF HT WT
BIRTH
First Middle Last 2020

123 Elm Street, Big Sky. MT
Respondent's Address EYES HAIR DISTINGUISHING FEATURES

Spider tattoo on neck

Petitioner's/Protected Person’s Relationship to Respondent:
] Married

gr\:’yere rr;arried, but are now separated DRIVER’S LICENSE STATE

12



37) Return to the Main Case page and click the Document Service button in the Left-Hand Navigation panel.
cvlll 0000005

CIVIL CASE » CV-395-2021-0000005-OP  Jane Doe vs. John Doe

Case File Tracking CASE INFORMATION
JUDGE » Hileman, Wiliam Jr APPELLATECASENO.» |
FROSEGUTOR » LocATION [

CASE SUBTYPE » [Order of Protection FILING DATE » 10742021 [
FILE LOCATION » APPEAL DATE » (001000000 |
REMAND DATE » [00/00/0000 |[] APPEAL ACCEPTED DATE » [00/00/0000 5]
DOM. VIOLENCE » [ APPEAL UPHELD DATE » [00/00/0000 |
Civil Case JURISDICTION » [Municipal ] UNDER ADVISEMENT DATE » [00/00/0000 |
PHYSICAL FILE » [ PREVIOUSCASENO.» |
Civil Hearings SEALED y [ OTHER AGENCY CASE NO. »
Document Mgmt : NEXT HEARING » 111272021 0900 AN-Graer JURY REQUESTED » []
Document Service BATCH LABEL » [ ' JURY VERDICT » [
EET T e GLASS ACTION » [

38) From the Civil Document Service Summary page —
a. Select the Respondent in the Litigant selection list.
b. Select Temporary Order of Protection in the Document Type selection list.
c. Click Add.

CIVIL DOCUMENT SERVICE SUMMARY » CV-3952021-0000005-0P  Jane Doe vs. John Doe

a.
LITIGANT » |John Doe (Respondent) ~ |H
DOCUMENT TYPE » | Temporary Order of Protection [l RETRIEVE

J'm REFRESH  |§

39) From the Civil Document Service Detail page —
a. Enter the Issue Date.
b. Enter the Assigned To Agency.
c. Set the Status to Issued.
d. Click Save.
Note: Additional information may be entered in this page per court’s local practice.

’CIVIL DOCUMENT SERVICE DETAIL » CV-395-2021-0000005-OFP  Jane Doe vs. John Doe

DOCUMENT TYPE » TEMPORARY ORDER OF PROTECTION ASSIGNED TO + | Big Sky Sheriff Dept ~
“ISSUE DATE » 10152021 ff=a. STATUS DATE » [00/00/0000 |7 '\b.
APFEARANCE DATE » [00/00/0000 00:00 AM [ STATUS » ‘—C.
EXPIRATION DATE » |00/00/0000 |75 SERVICEFEE +» | |
RETURN OF SERVICE + | v | SERVICE DATE » [00/00/0000 |7
SERVICE BY »
FILER + | ~

13



40) An ROA will appear indicating that a TOP has been issued. Click Save to save the ROA to the case.
AUTOMATIC CASE ENTRY

= ROAS
CV-395-2021-0000005-0P CASESTATUS  Disposed
CREATE ROA » POSTORDER» [1 |
*ROADATE » [10/15/2021 03:02PM | ROA CODE » [DOCISS |
*JUDGE » [Hileman, William Jr v]
SROATEXT » Temporary Order of Protection: issued to John Doe on 10/15/2021 |
ACTION TYPE » | v

¥

SAVE CANCEL

41) Once the TOP document has been served and returned to the court, access the case in FCE and click the Document
Service button in the Left-Hand Navigation panel.

42) From the Civil Document Service Summary page —
a. Click the Retrieve button to retrieve the Document Service entry already on the case.
b. Click the Temporary Order of Protection link to view the Document Service detail.

CIVIL DOCUMENT SERVICE SUMMARY » CV-395-2021-0000005-0P Jane Doe vs. John Doe
d.

LITIGANT » [[ALL]

w | x
DOCUMENT TYPE » [[ALL] v

SEL PARTY DOCUMENT TYPE STATUS STATUS DATE ISSUE DATE ASSIGNEDTO APPEARANCE DATE EXPIRED SERVICE FEE

[] Doe, John Temporary Order of Protection Issued 10/15/2021 Big Sky Sherii Dept 0.00 a

“t b. TOTAL 0.00

m DELETE REFRESH CANCEL

43) From the Document Service Detail page —
a. In the Status Date field, enter the current date.
b. Set the Status to Served.
c. In the Service Date field, enter the date the TOP Document was served.
d. Click Save.

DOCUMENT SERVICE DETAIL » CV-3952021-0000005-0P  Jane Doevs, John Doe
DOCUMENT TYPE + TEMPORARY ORDER OF PROTECTION ~ ASSIGNEDTO » [Big Sky Sheriff Dept v
*|SSUE DATE '+ [1001572021 | STATUS DATE » [10/152021 | .
APPEARANCE DATE + [00/00/0000 00:00 AM =] STATUS » [Seved ~ |«ff===b.
EXPIRATION DATE + [00/00/0000 | SERVICE FEE » | |
RETURN OF SERVICE + | v SERVICE DATE » (107152021 ]/ ffe===C.
SERVICEBY »
FILER + | v
COMMENT » d.
2

14



44) An ROA will appear indicating that a TOP has been served. Click Save to save the ROA to the case.
AUTOMATIC CASE ENTRY

2 ROAS
CV-395-2021-0000005-0P CASE STATUS Disposed
CREATE ROA » POST ORDER »
*ROA DATE » [10/115/2021 04:12PM_ [T ROACODE » |[DOCSERCV |
*JUDGE » [Hileman, Wiliiam Jr v
ROATEXT » Temporary Order of Protection served on John Doe, 10/15/2021 Service Fee ‘
ACTIONTYPE » | v

SAVE CANCEL

45) Once the Order of Protection hearing has been held, access the case in FCE and click the Civil Hearings button in the Left-
Hand Navigation panel.

46) From the Civil Hearing Summary page, click the Order of Protection hearing link to view the hearing detail.
CIVIL HEARING SUMMARY » CV-395-2021-0000005-OP  .ane Doe vs. John Doe

CONTINUANCE ONLY » ([

\ HEARING TYPE JUDGE COURT ROOM START DATE=~
Order of Protection William Hileman Jr 11/1272021 - 09:00 AM

ADD HEARING .' ADD MULTIDAY HEARING | REFRESH CANCEL

47) From the Calendar Civil Hearing page —
a. Select the Result of Hearing Held.
b. Click Save.
CALENDAR CIVIL HEARING » CV-395-2021-0000005-OP  Jane Doe vs. John Doe

Available: Selected:
D, M - Subject = ul Doe, Jane - Petitioner a
Doe, John - B dent
PARTICIPANTS » e eehatien
FILTER BY » DOCKET TYPE
*HEARING TYPE » Order of Protection *DOCKET TYPE » Civil
JUDGE » [ Hileman, William Jr v]
COURT ROOM » | v
*START DATE » 111272021 *START TIME » 09:00 AM
DURATION » (— o) ,a.
Minutes v |
END DATE » 111122021 END TIME » 09:00 AM
RESULT » [Hearing Held |
CONTINUANCE REASON » |
Avaiiable: Selected:
D, M - Subject -8 =
Daoe, Jane - Petitioner
CONTINUED BY » 550 jopn - Respondent a
Hileman, William Jr - Judge g

/b =BATCH PRINT » [ L]

15



48) An ROA will appear indicating that the hearing has been held. Click Save to save the ROA to the case.

AUTOMATIC CASE ENTRY

=Z ROAS

CV-395-2021-0000005-0P

CREATE ROA »

*ROA DATE » [10/18/2021 09:38 AM |[TH]

CASE STATUS

POST ORDER » [1

ROACODE » |HELD |

Disposed

*JUDGE » [ Hileman, William Jr v|
HOATEXT » Hearing Held - Order of Protection 11/12/2021 William Hileman Jr
ACTIONTYPE » | ~|

_: | " canceL |

49) From the Main Case page, open the Judgment/Orders page from the Left-Hand Navigation panel.

RETRIEVE

Jane Doe vs. John Doe CASE STATUS » Disposed - Oct 15, 2021

OREPNcv  [2021  Poooooos
CIVIL CASE » CV-395-2021-0000005-OP

CASE INFORMATION @
JUDGE » Hileman, William Jr APPELLATE CASE NO » |
PROSECUTOR » LOCATION » |
CASE SUBTYPE » | Order of Protection ~ FILING DATE » [10142021 |75
FILE LOCATION » APPEAL DATE » [00/00/0000 |7
REMAND DATE » [00/00/0000 |5 APPEAL ACCEPTED DATE » [00/00/0000 |75
DOM, VIOLENCE » [ APPEAL UPHELD DATE » |00/00/0000 |7
JURISDICTION » |Municipa! v UNDER ADVISEMENT DATE » [00/00/0000 |5
ivil Ca: ! PHYSICAL FILE » [] PREVIOUS CASE NO. » |
Civi Hoarngs SEALED » [ OTHER AGENCY CASE NO » |
: NEXT HEARING + JURY REQUESTED » [
Dociment ot EATCHLABEL + [ JURY VERDICT + L
COMPLEX CASE » [ CLASS ACTION » [}
T EXCEPTIONAL CASE » [
ROAS » View ROAs
TRANSFER DATE » |00/00/0000 |5
COMMENT »
LITIGANTS 1-3013
SEL  LITIGANT STATUS ROLE~ ATTORNEY CASE RELATIONSHIP
Judgment/Orders
[1 Doe, Jane Petitionar N

50) From the Civil Judgment/Order Summary page, click Add.

r ¢ CWVW-395-2021-0000005-0P Jane Doevs. JohnDoeC ASE STATUS  Disposed
CIVIL JUDGMENT/ORDER SUMMARY
-0Oct 15, 2021
JUDGMENT SIGNED
SEL JUDGMENT/ORDER TYPE FILING DATE DATE STATUS
@ Temparary Order of Protection 10/15/2021 12:00 AM 10M1152021 Granted ‘
o0 Y omere | vsr 1 e ]

51) From the Add Judgment/Order pop-up window, select Order of Protection and click Add.

| Add Judgment/Order

JUDGMENT/ORDER TYPE » [Order of Protection | = ~]
S —
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52) From the Civil Judgment/Order Detail page —

a. Enter the Filing, Judgment Signed, and Status Dates.
b. Enter a Status of Granted.

c. Click the Select Litigants button.

CIVIL JUDGMENT/ORDER DETAIL
a.
.
TYPE » Order of Protection ‘/ \
: *JUDGMENT SIGNED o
*FILING DATE » | 10/18/2021 12:00 AM |'|'| oare * 101182021 T
=STATUS » | Granted v *STATUS DATE » |[1018/2021 ]
C.
b. NAME LITIGANT TYPE \
LITIGANTS » No selected litigants &4
Z@ JUDGMENT/ORDER DETAIL
EXPRDAYS » 0| EXPRDATE » [10/17/2021 [
COMMENT »

53) From the Select Litigants pop-up window —
a. Click the All link to select all Litigants.

b. Click OK. You will be returned to the Civil Judgment/Order Detail page.
Select Litigants

EITIGANTS

LITIGANT ACTION TYPE FILING DATE FILING ROLE
D, M- Subject
Doe, Jane - Petitioner Petition for Temperary Order of Protection 1011412021 Filer
Doe;, John - Respondent Pefition for Temporary Order of Protection 10/1412021 Respondent

Select All
. "~
o ] owen ]
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54) After being returned to the Civil Judgment/Order Detail page —
a. Enter the Order of Protection expiration date EXPR Date field.
b. Click Save.
Note:
e If the Order of Protection has been denied or dismissed, enter the same Judgment/Order information except
select a Status of Denied or Dismissed, generate a TOP Order Dismissing document, and set the Case Status
to Closed. No more steps in this guide will be required.

2 JUDGMENT/ORDER DETAIL

EXPRDAYS) [ 0 EXPR DATE » (1071872050 /5]

COMMENT »

Actions |[ Tracking of Senvice || Civi Costs
=

SEL CONDITION

b.

55) ROAs will appear indicating that the Order of Protection has been granted and that the case status has been set to
Disposed. Click Save to save the ROAs to the case.

FAUTOMATIC CASE ENTRY
E ROAS
CV-395-2021-0000005-0P CASESTATUS  Disposed
CREATEROA » (&) POSTORDER: [1 |
“ROADATE » [10/1822021 10:19.AM [T ROA CODE » [CVORFIL |
*JUDGE » | Hileman, William Jr v |
“ROATEXT » Order of Protection - Granted
ACTION TYPE » | -
¥
==
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AUTOMATIC CASE ENTRY

2 ROAS
€V-395-2021-0000005-0P CASESTATUS ~ Disposed
CREATE ROA » POST ORDER » [1
*ROADATE » ((0/1E22021 10.19AM ) ROACODE » |STATCHG |
*JUDGE » [Hileman, William Jr v
S Case Status Changed: Disposed
ACTION TYPE » | v

56) To generate the Order of Protection document, navigate to Cases - Documents <> Document Processing.

(> FULLCOURT
ENTERPRISNE®
SEARCHES - CASES ACCOUNTING -~ SCHEDULING ~ SUPERVISION - DOC

TRAINERSG : Hiaich Foneases 2 ant/Order Summary- Judgment/Or

Charge Entry
Citation Entry
CALEND Civil Case -395-2021-0000005-0P  Jane Doe vs.

Civil Cases Without Litigants Selected:
Civil Filing @ 0oe, Jane-
Courtroom Processing Doe, John -
Criminal Case

Documents Batch Print

Expunge Document Processing

FullCase Emor Messages Mergecode Lookup

Import Export > !‘ UFDATE JUDGE

57) Select TOP Final Order of Protection and click Process.
FbocumENTS

CASE NUMBER » CV-395-2021-0000005-OF

FARTY » Jane Doe

DOCUMENT CATEGORY » CIVII

"DOCUMENTS * ITOF‘ Final Order of Protection I
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58) From the Enter Additional Information panel —
a. Enter appropriate Need Prompt information.
b. Select the Order of Protection Judgment Order radio button.

c. Click OK.
DOCUMENTS

CASE NUMBER » CV-395-2021-0000005-0OF

PARTY + .ane Do

DOCUMENT CATEGORY * | Civil v
*DOCUMENTS * [ TOP Final Order of Protection v

ENTER ADDITIONAL INFORMATION

RESPONDENT BODY MARKS | [Spider Tattoo on necH]

ADD ADDITIONAL PERSONS | [ |
ADD ADDITIONAL PLACES | [ || €=a.
UIST FIREARMS || |

ENTER LAW ENFORCEMENT AGENCY !Big Sky Sheriff Dept |

SELECT JUDGMENT ORDER

SEL FILING DATE STATUS JUDGMENT/ORDER TYPE
—~ : " TEMPORARY ORDER OF
() 100152021 12:00 AM GRANTED PROTECTION
J@ 10/18/2021 12:00 AM GRANTED ORDER OF PROTECTION
b: c.— &S

CANCEL

59) Once the page refreshes to the view shown below, click the EDIT link.

—
DOCUMENTS

CASENUMBER » CV-285-2021-0000005-0P

PARTY *» Jane Doe

DOCUMENT CATEGORY * [Civil v |
*DOCUMENTS * |lOPFinaIOrderofProtedion ~

PROCESS

DOWNLOAD DOCUMENT » VIEW f EDIT

RCA » | v|

PRINT INDEX TO CASE CANCEL

60) Scroll down the entire document, checking boxes and completing/editing text fields as needed. Once data entry has
been completed, print the document for Judge’s Signature.

Protection Order Case: No.CV-395-2021-0000005-OP

[X] Order After Hearing Court: Municipal Court

[C] Amended Order County: Flathead, State of Montana
Date of Issuance: October 18, 2021

Order Expires: October 18, 2060 Before: Honorable William Hileman Jr
o+
Petitioner /Protected Person Petitioner/Protected Person Identifiers
Jane Doe 2000
First Middle Last Year of Birth of Petitioner

X And/Or on behalf of family members (Protected Person/s) [[] Other Protected Person/s:
(List name / year of birth / sex) (List name / year of birth / sex)
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61) Return to the Main Case page and click the Document Service button in the Left-Hand Navigation panel.
cvlll 0000005

CIVIL CASE » CV-395-2021-0000005-OP  Jane Doe vs. John Doe

Case File Tracking CASE INFORMATION
JUDGE » Hileman, Wiliam Jr APPELLATECASENO.» |
FROSEGUTOR » LocATION [

CASE SUBTYPE » [Order of Protection FILING DATE » 10742021 [
FILE LOCATION » APPEAL DATE » (001000000 |
REMAND DATE » [00/00/0000 |[] APPEAL ACCEPTED DATE » [00/00/0000 5]
DOM. VIOLENCE » [ APPEAL UPHELD DATE » [00/00/0000 |
Civil Case JURISDICTION » [Municipal ] UNDER ADVISEMENT DATE » [00/00/0000 |
PHYSICAL FILE » [ PREVIOUSCASENO.» |
Civil Hearings SEALED y [ OTHER AGENCY CASE NO. »
Document Mgmt : NEXT HEARING » 111272021 0900 AN-Graer JURY REQUESTED » []
Document Service BATCH LABEL » [ ' JURY VERDICT » [
EET T e GLASS ACTION » [

62) From the Civil Document Service Summary page —
a. Select the Respondent in the Litigant selection list.
b. Select Order of Protection in the Document Type selection list.
c. Click Add.
CIVIL DOCUMENT SERVICE SUMMARY » CV-395-2021-0000005-OP  Jane Doe vs. John Doe

4—-—&.
v|
o] rermeve

LITIGANT » | John DCoe (Respondent)
DOCUMENT TYPE » | Crder of Protechion

63) From the Civil Document Service Detail page —
a. Enter the Issue Date.
b. Enter the Assigned To Agency.
c. Set the Status to Issued.
d. Click Save.
Note: Additional information may be entered in this page per court’s local practice.
’CIV!L DOCUMENT SERVICE DETAIL » CV-395-2021-0000005-0P  Jane Doe vs. John Doe

DOCUMENT TYPE » ORDER OF PROTECTION ASSIGNED TO + (Eig Sky Shenf Dept ~)
*ISSUE DATE » a. STATUS DATE » [00/00/0000 |7 w b.
APPEARANCE DATE » [00/00/0000 00:00 AM [ STATUS » [lssued  ~| <= C.
EXPIRATION DATE » [00/00/0000 [[7] SERVICEFEE » [ |
RETURN OF SERVICE » | v SERVICE DATE * [00/00/0000 [T
SERVICE BY ¢
FILER » | v

d.

\ COMMENT
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64) An ROA will appear indicating that an OOP has been issued. Click Save to save the ROA to the case.
AUTOMATIC CASE ENTRY

E ROAS
CV-395-2021-0000005-0P CASE STATUS Disposed
CREATE ROA » POST ORDER »
*ROADATE » [11/12/2021 10:57 AM [T ROA CODE » [DOCISS |
*JUDGE » | Hileman, Wiliam Jr v |
“ROATEXT » Order of Protechion: lssued to John Doe on 11/12/2021 ‘
ACTIONTYPE » | v

¥

AVE CANCEL

(1%

65) Once the OOP document has been served and returned to the court, access the case in FCE and click the Document
Service button in the Left-Hand Navigation panel.

66) From the Civil Document Service Summary page —
a. Click the Retrieve button to retrieve the Document Service entries already on the case.
b. Click the Order of Protection link to view the Document Service detail.

CIVIL DOCUMENT SERVICE SUMMARY » CV-395-2021-0000005-OP  Jane Doe vs. John Doe
LITIGANT » [[ALL] v : a.
DOCUMENT TYPE » [[ALL] Ml ReTRIEVE
SEL PARTY DOCUMENT TYPE STATUS STATUS DATE ISSUE DATE ASSIGNED TO APPEARANCE DATE EXPIRED SERVICE FEE
[] Doe John Temporary Order of Profection Served  10/15/2021 10152021 Big Sky Sherifi Dept po0 @
[ Doe;John Order of Protection Issued 11/12/2021  Big Sky Sheriff Dept o0 @
b. TOTAL 0.00

67) From the Document Service Detail page —
a. In the Status Date field, enter the current date.
b. Set the Status to Served.
c. In the Service Date field, enter the date the OOP Document was served.
d. Click Save.

"4
DOCUMENT SERVICE DETAIL » CVv-395-2021-0000005-0P  Jane Doe vs. John Doe
DOCUMENT TYPE » ORDER OF PROTECTION ASSIGNED TO * | Big Sky Sheriff Dept v
“ISSUE DATE » [11/1272021 |3 STATUS DATE » 11132021 da.
APPEARANCE DATE + [00/D0/0000 00:00 AM [ STATUS + [Served v o= D).
EXPIRATION DATE *» [00/00/0000 |75 SERVICE FEE »
RETURN OF SERVICE * | v | SERVICE DATE » [11/13/2021 C.
SERVICE BY »
FILER + | ~
COMMENT + d.
e
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68) An ROA will appear indicating that an OOP has been served. Click Save to save the ROA to the case.
AUTOMATIC CASE ENTRY

S ROAS

CV-395-2021-0000005-0P CASE STATUS Disposed

CREATE ROA » POSTORDER » [1 |
*ROADATE » [11/13/2021 11:13AM |75 ROACODE b |[DOCSERCV |

*JUDGE » | Hilernan, William Jr ~|

“ROATEXT » Order of Protection served on John Doe, $1/13/2021 Service Fes

ACTION TYPE » v
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